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SECRETARIAL/CLERICAL MANAGEMENT ADVISORY GROUP 
QUARTERLY STATUS REPORT 


(January - March 1978) 


DEADLINE 


ee 
aoe STATUS PETE OIPOERA eee DLID 


L 


PROJECT 


Draft the Group's 
Charter 


Draft an Employee Bulletin 
on the formation of the new 
MAG. 


Search for and compile a 
compendium of past Agency 
studies and surveys per- 
taining to secretarial/ 
clerical personnel. 


Meet with other Agency 
advisory and working 
groups to establish a 
good working relationship 
and to identify projects 
they may be working on 
concerning secretaries 
and clericals. 


Publicize new MAG. 


Charter finalized, distributed 
to Agency management and other 
advisory and working groups. 


Finalized and forwarded to 
DDA for printing. 


Phase I - The actual search 
for these studics and surveys 


"is well underway. 


Memo distributed to the 
Chairmen of these groups. 
Of the 11 meetings to be 
held, five have been 
scheduled. 


publicity Officer is drafting 
articles for-.th: Director's 
Notes and for inclusion in the 


Project competed. 


Project comouleted. 


14 April 1°78. 
(Phase [) 


June 1973. 


On going. 


various other Agency newsletters. 
Articles also being drafted for 
Agency bulletin boards. 
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HEMORANLUM POR  Dixector of (entrai inin lligence 
Doputy, Directer of central Inteiligence 


Pa a dcal Ma agetert Advisory Group 


SUBCGECT Secretarial /ilerical ai ayewernt Advisory Group 
Suatur Report, January Maren L675 


1. The Secretarial/-lerical manage ent Adévisery Greug will i 
reporting its activities anc acco#: light nts te you or & quarceriy 
basis. ‘the first ceport is attaches. 


2. in oar first three ronthe we tecusec mainly on organiza cio. 


matters--charter, expleyee bulletin am publicity. cur first projects. 


listed in the attached report, have seve:el ains 


+ Identify seexetarial/clerica: prokla. arenas surfacec 1: 
past Agency studice 48d BUurW ¥S; 


+ Coordinate with other advise y groups projects on secr<- 
tarlal/clerical rattersy; 


+ “ake a Freeh lool at teentif:eé secreterial/elerical 
coneeras. 


By these steps wo hope to avoid going ower grouna that has been vicwe:: 


before. We feel that sound recompendathons have previously beer mede 
on many of the preblers facing us today, but haw. Leen Lilexi away 35: 
semcone's safe without action. 


3. We invite you te task us as you sea neqcsuary. he loo. upon 
the creation of our Aévisery Croup as 1 -romising way of meeting the 


concerns of the sceretarial/clerical ferce within the Agency. STATINTL 


prow ag irs} of 
‘ i 


cecrstarinfMbi} SersnTy Pavisory oxen - 


Attachment ; 
As stated Ew 
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DDA/ 78-1391 


1} March 1978 


MEMORANDUM FOR: Director of Central Intelligence 


THROUGH : Deputy Director of Central Intelligence 

FROM ‘ ae STATINTL 
Deputy Executive Secretary 

SUBJECT : Secretarial/Clerical Management Adyisory Group Charter 


1. Action Requested: That you approye the attached draft charter for 
the new Secretarial/Clerical Management Adyijsory Group, 


2. Background: In December 1977 the Acting Deputy Director and Direc or 
approved of establishing this new management adyjsory group in response to & 
suggestion to the Director during his meeting with a representative group 0 
Agency secretaries and clericals, 


. STATINTL 


Attachment 
APPROVED / 2S: 
STATINTL 
2 MAR 978 
a rank U, Uartu aa ie Sis ae - 
Deputy Director of Central Intelligence 
STATINTL 
APPROVE 
at Atay “yin 
ae ‘ 
=e STANSFIELD TURNER 7. "ate 


Director of Central Intelligence _ 
wb 1.% 
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SECRETARIAL/CLERICAL MANAGEMENT ADVISORY GROUP 


CHARTER 


I. MISSION 


The Secretarial/Clerical Management Advisory Group was estab).isned in 
December 1977 by authority of the Director of Central Intelligence. ‘the 
mission of this group is to provide an additional vehicle for advice and 
assistance to the Director, the Deputy Director, and other senior Agency 
management on secretarial/clerical issues. 


IT. FUNCTIONS 


a. Identify issues relevani to secretarial/clerical 
personnel. 


b. Address valid problems «and issues and recommenc 
corrective actions. 


c. Promote activities to increase the awareness of 
Agency Management concerning secretarial/clerical issues. 


. a. Prepare Quarterly Reports on the Grouo's activities 
' and accomplishments for the Director, the Deputy Director 
and other senior Agency management. 


e. Solicit the views and suggestions of Agency 
secretarial/clerical personnel and act on these suggestions. 


f. Will not address specific personal employee 
grievances since there are grievence channels already 
available. 
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TLL. OPERATING PROCEDURES 
In carrying out its mission, the Group will: 


a. Establish a good working relationship with other 
Agency advisory and working groups. 


b. Insure that Agency management and secretarial/ 
clerical personnel are aware of the Secretarial/Clerical 
Management Advisory Group, its mission, responsibilities 
and activities. 


c. Encourage active contribution and participation 
of Agency secretarial/clerical personnel toward meeting 
the goals of the Group. 


IV. COMPOSITION AND ORGANIZATION 


a. The Group will consist of three representatives 
from each of the Directorates and three representatives 
from the "E" Career Service. 


b. ‘Two of the representatives from each directorate 
will serve 9-month tours and one representative will serve 
a 12-month tour. Tour of membership will be determined by 
the nominating directorate. The staggering of directorate 
representatives will maintain continuity of Group activities. 


c. Members will be chosen from the secretarial/clerical 
ranks in grades GS-06 and above. 


d. Members must have at least two years Agency experi- 
ence and a genuine interest in issues affecting secretarial/ 
clerical enployees and in making a substantial contribution 
to the Group. 


e. The Group will elect a Chairman, Co-Chairman, 
secretary and publicity officer from the current menbership 
with tour of officers to be determined by same. 
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V. RULES AND PROCEDURES 


a. The Group will meet on an ad-hoc basis upon 
the call of the Chairman or at the request of any of 
the members, initially one or two meetings per month. 


b. ‘The Chairman will develop and distribute the 
agendas for Group meetings. Any member of the Group 
may ask that an item be placed on the ayenda for con- 


sideration by the Group. 


c. ‘The Chairman will prepare for the Group's 
aporoval Quarterly Reports on Group activities for 
the Director, the Deputy Director and other senior 


Agency management. 


_d. Decisions of the Group will be reached by 
majority rule. 


e. The Charter may be amended by the Group 
membership upon call, subject to the approval of the 
Director and Deputy Director, as appropriate. 
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